
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I hope everyone has had a great start to the new year!  
 
We would like to introduce a few new executive staff members within the Personnel 
Cabinet: 
 
Timothy Longmeyer - Deputy Secretary 
Frederick D. Nelson, J.D. - Commissioner, Dept for Employee Insurance 
Sissy Meredith - Exec Director, Office of Governmental Services Center 
Michele Lawlis - Exec Director, Office of Human Resource Planning and  

  Diversity Initiatives. 
 
As always, if you ever have any questions, comments and/or suggestions, please 
feel free to contact me! 
 
Thank you, 

-Clarification: Request 
 for Personnel Action  
 Exemption 
-Agency Listing 
-Preparing for KHRIS 
-Reorg Training 
-S16 Actions 
-Agency Assignments 
-CICS Training 
-Leave Transfer Chart 
-Clarification: Blood  
  Leave 
-Feb/Mar Payroll  
  Schedules 
-COS Information 
-Cabinet Directory 

Clarification/Request for Personnel Action Exemption: 
An email dated, January 11, 2008, advised that requests submitted to the Secretary of the Governor's Executive 
Cabinet, should be in an electronic format and be sent by email to: paa.mailbox@ky.gov.  It also explained that this 
method was preferred as opposed to hard copy, messenger mail or fax, as those delivery methods could delay 
processing.  
 
I would like to clarify that the electronic format should be Microsoft Word. (Electronic signatures are acceptable.) 
We are experiencing delays due to requests being sent in PDF. This format does not allow us to edit the document 
which is a necessary step in processing the request.  
 
If you have any questions or require any further clarifications, please feel free to contact me at 502/564-6464. 

 
Agency Personnel & Payroll Staff Listing: 
Please take a moment to review your agency’s listing on the Personnel Cabinet’s website at: 
http://personnel.ky.gov/NR/rdonlyres/28E34730-D5D7-4D50-9260-A2534C4109B9/0/PersPayList.pdf and notify 
Myrissa Patton at MyrissaD.Patton@ky.gov, of any changes. 
 
It is our goal to keep this listing up-to-date for your use and convenience. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

S16/Return from Leave (Sick): 
Effective immediately, before processing a S16 action on an initial probationary employee, please contact Carolyn 
Bruce (564-6657 or Carolyn.Bruce@ky.gov) to ensure proper calculation of the increment date. 

 
Agency Assignments: 
Effective Friday, February 1, 2008, agency assignments for the Processing & Records Branch staff were changed to 
the following: 
 
Pam Brookman, 564-6656 / Finance (39), EPPC (52) 
Lisa Case, 564-6665 / Commerce (50,) Education (51) 
Sandra Darneal, 564-6666 / Justice (54) 
Dena McGuire, 564-6669 / CHFS (53), EDEV (36) 
Paula Round, 564-6670 / LRC (10010), Boards (31); including 31-030, DOT (35) 

 
Upcoming Training Notice: 

CICS/Introduction to Processing Personnel/P1 Actions 
Friday, February 22, 2008 

9:00 a.m. – 12:00 p.m. 
501 High Street (SOB) 2nd Floor Conference Room 

 
This training is required for any new personnel staff who are responsible for processing P1 actions (hired in the last 
6 months) and available to anyone wanting a ‘refresher’ on the personnel action process.  To register for this 
training, please contact Myrissa Patton by email at MyrissaD.Patton@ky.gov, no later than close of business on 
Wednesday, February 20, 2008. 
 
*Please bring your own copy of the Procedures for Processing Personnel/P1 Actions Manual which can be located 
on the Personnel Cabinet’s website: http://personnel.ky.gov/info/persinfo/persmanl.htm 
 

Preparing for KHRIS: 
In planning for KHRIS and its affects on our current processes, the Classification and Compensation Branch will 
soon begin working with agencies to prepare for a few of the many changes that are to come. One of the biggest 
and most time consuming changes will be the re-naming of titles; for both agency names and job classifications.  
 
Within KHRIS, only 40 characters (including spaces) will be accepted for titling. All agency names and job 
classifications that exceed this length must be re-named prior to converting to the new system. Therefore, we ask 
that anyone involved in any and all current and future agency reorganizations keep this in mind during the planning 
process of their reorganization. In addition, those requesting establishments and/or re-names of job classifications 
should follow this rule as well.  
 
Thank you in advance for you cooperation in this effort. 

 
Reorganization Training:   
On Monday, April 7, 2008 and Monday, April 14, 2008 from 8:30 a.m. until 11:00 a.m. the Personnel Cabinet’s 
Division of Employee Management along with the Governor’s Office for Policy Management will be conducting 
Cabinet/Agency Reorganization training for all state agencies.  This training will cover all aspects of the 
reorganization process as outlined in Chapter 7 of the P1 Manual. It is REQUIRED that each agency send a 
minimum of one merit employee to this training, UNLESS they currently have an employee who would have 
attended the last reorganization training which was offered in February of 2007.  
 
This training will take place at the State Office Building located at 501 High Street, in the 2nd Floor training room. 
Attendees will be required to enter through the front entrance of the building and sign-in at the registration desk 
 
To register for this training, please email Terry Sullivan at Terry.Sullivan@ky.gov no later than Wednesday, April 2, 
2008.  Please provide her with your name, your agency and the date you prefer to attend. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Blood Leave Clarification 
As a clarification of the blood leave regulation:  an employee who is scheduled to donate whole blood at an FDA 
approved collection site at any time during his or her normal working hours (this excludes lunch break) is entitled to 4 
hours of blood donation leave.  For example, if an employee is scheduled to work from 8:00 AM – 4:00 PM and has 
an appointment to donate at 2:00 PM, that employee is still entitled to 4 hours of blood donation leave. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Personnel Cabinet successfully launched the Career Opportunities System in November. Since then, 9,543 
candidates have completed an application with 4,709 of them being previous applicants in the old system, and there 
have only been 39 paper applications submitted. Each of those 39 applicants were in turn contacted by Personnel 
Cabinet staff and made aware of the new process, and each agreed to complete a new application within COS when 
applying to vacancies in the future. In addition, 4,590 search agents have been created.  
 
REMINDERS: 
 
The conversion period will end on March 26, 2008, and applicant names will not be sent to the agencies for every 
job opening as was the previous practice. After this time, all applicants will have to apply to every job opening in 
order to be considered by the hiring agencies.  
 

The COS Help Desk is available if you need technical assistance. You may reach us at coshelp@ky.gov.   
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


